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Overview

Accessing the System

Creating an Account and Adding an Existing
Business to the User Account

Filing the Ul/Contribution Report (Form 33H):
Preparing and Uploading an Excel file OR
Manually Entering Wages

Making a/Payment
Printing/a Copy of the Report for Your Records




0 Accessing the System

Option 1: Go directly to Option 2: Navigate from
Employer Page main DWS Page

jobs . ukah, goy fuifemployer jobs.ukah.goy

| T E———)

Sig

. M 1 my Job Search
C“Ck _ my Unemployment
Employer Tax/New Hire myCase

Training Providers

Employer Tax/New Hire

Employer Job Post



Accessing the System

[* Utah UnemploymentInsu x % %

« C & //jobs.utah.gov/ui/er

Ug‘] Utah.gov Services Agencies Search all of Utah.gov »
_ Q Employers

Unemployment Insurance and New Hire Reporting

Signin =

Home Tax~ Payments~ W = Claims = Registration - Corresponden Admin~ Info -

@ System Message

ris available and includes info o tronic filing, work refusals, and garmnishments. Please click here to read

« For instructions on filing your quarterly report online, please click here. For a schedule of in-person workshops around the state, please click here

Sign In
Email Address:

Password Forgot Pa

Are you a first time user? Click here to signup now

Feedback | Equal Opportunity | Contact Us | Utah.gov Home | Terms of Use | Privacy Policy | Accessibility Policy
®2013 State of Utah




Accessing the System
continued

Linemployment Insurance and MNewe Hire Reporting

System Message

The latest Employer Advisor is available and includes info on electronic filing, work refusals, and garnishments. Please click here to
read.

For instructions on filing your guarterly report online, please click here. For a schedule of in-person workshops around the state,
please click nere.

Tax Reporting Mew Hire Reporting Claims

File a New Hire Report Now s File a Form 806 Now >

Current Filing Qtr: 2014 Q= . File a Wage Audit (813} Now >
Due: October 31, 2014 Other Options

- “iew past new hire reports Other Options

Other Options = Wigw all new hire options = iew history of 606 responses
- “iew history of 613 responses

= “igw ar amend past reports i 5 5 ) = “iew all claims options
- Get employer account Pk Clie Loy e fae =

s “View tax forms

= “Jiew all tax reporting options

File Tax Report —

Account Admin
Correspondence

View Correspondence Mow > Most F'Dpular Admin Optlnns

- “ew account profile
Other Options Display bhenefit costs
Rate notice (Farm 45)
Update address information
Make a Payment NMow > File an appeal
_ _ _ Infarmation for appeals

Other Options Business Registration Ernt RS form 9400

o wiewsedit EFT payments Close or reopen an account

- vy all payment DptiDns Create a New Ul Account For a
Business > Other Options

Payments
= “iew gll correspondence options

Other Options & “Yigw all account admin options

= Ao an existing business to my User
account




Creating or Adding a Business User
Account

[*) Utah Unemployment Insu: %

Employers

Click here if it i
time

your first




O Creating / Adding a User
Business Account
continued

Sign In

User Registration

Please fill out all of the fields below t

After entering the
information, click
submit




Verify User Account Information

| | Utah Unemployment Insu. % \ E ﬂJ
=

Agencies

Employers

| New Hire R Hello. Click here to sign in.

Verify Email Address

We just sent a confirmation email t¢ e 5 5 in tha

"Junk" or email folder.




O Verifying User Account
continued

C@ Bosee Broey Qipny By

NoResponse DWSUIGutah.gov

Click here to finish th
registration proce

A Home Mail News Sports © Woeather Gamos Geoups Answers Scroen Ficks Moble More

YAHOO!

MAIL 1

. e S = S b -
s 8Be e = e
“ Compose Ov n.'o;ﬂ' h‘.'.»ov o:,:--' =v_-n.

Kellogg's Froot Locps® Bring Back the Awesome with a Bowl of Froot Loops®
Sponmsored ‘Who Says You Have 20 be 2 Xid 10 Enyoy the Groat Taste of Froct Loops® T Follow ..

® NoResponse DWSUlGwutahg Confirm your account with the Utah Department of Workforce Services

|



Adding an Existing Business

Add An Existing Business To My User Account

Advanced Access

Advanced
Hello, Iy

on filin

New Hire Repor Cl

File a New Hire Report Now v File a Form 606 Now >

4 File a Wage Audit (813) Now >
Submit Advanced Access i . Other Options ]
=L

Other Options

Account Admil

File Tax Report ~

ew Correspondence Now > Most Popular Admin Options

Other Options
Payments P

Make a Payment Now >
Other Options Business Registration

e saaunt For a
Business >

Other Options




0 Requesting a PIN
(Personal Identification Number)

Unemployment Insurance and New Hire Reporting Hello, rig

Home Tax~ Payments+ NewHirer Claims+ Registration~ : Admin+ | Infor

Account Admin

Request Employer Account PIN

If you need to recover your employer account PIN, please start by entering your Employer 1D. You will then be required to answer a series of questions.

© * Utah Employer ID:




Filing the Ul Contribution Report
(Form 33H)

info on

ort online, pl

New Hire Reporting Claims
File a New Hire Report Now v File a Form 606 Now >

i File a Wage Audit (613) Now »
Other Options

Other Options

Correspondence

View Correspondence Now »

File Tax Report ~

Other Options
Payments P

Enter

Make a Payment Now >

Other Options Business Registration

@ Upload

itEFT
Create a New Ul Account For a
Business » Other Options

Lrnend Feport

nt LI L T

Other Options

tin




O

Preparing an Excel File

Five Columns 1 € | ;
5 Employee 000000000 510,542.32
. 2 [Tes . Employee (000000001 $45,
FI rSt Na me 3 5 C Employee FDDDDDDDDE 580,142.28

r
Employee 000000003 514,253.52

Middle Initial

Last Name

M 4+ M| Sheet1 /¥

Social Security Number

Quarterly Wage Total




Preparing an Excel File
continued

Home Insert

Save As

Adobe PDF




O

Preparing an Excel File
continued

Insert...

Delete

Eepame

Klove or Copy...
Fiew Code
Protect Sheet...
Tab Color

Hide

48

49 Select All Sheets

4 4 F kKl Sheest? Sheece STTEELS -
Feady |




Preparing an Excel File
continued

Format Cells

Home Insert Page




Uploading an Excel Wage File

nfo on el

part anline, i 0 ound t

New Hire Reporting Claims

File a New Hire Report Now w File a Form 606 Now »

. File a Wage Audit {613) Now >
Other Options
t new hire reparts Other Options
By 1

File New Hire Report ~

Account Admin
Correspondence

_FiIeTu:Re ort~ o
. | \ orrespondence Now » Most Popular Admin Options

Other Options
Payments P

Make a Payment Now »

Other Options Business Registration

FAmEnd : _ it EFT p
Create a New Ul AccountFor a
Ntovvww -~ I Business »

Other Options



Uploading an Excel Wage File
continue

[ Utah Unemployment In
Employers

Hello, E}

P file y cking the on, and then

load Choose File | No fil

Click Choose File




Uploading an Excel Wage File
continued

& Open

. . - Organize * Mew folder
First, find the file — .
you want to use B Dosicon

4 Z L Downloads
an d C | I C k O n It JL Recent Places

ol Libraries

=| Documents

=/ Pictures

E Videos

locument

File name:  Excel Training Fil + | AllFiles -
Cancel

5® Shared Dri

Then click Open




Uploading an Excel Wage File
continued

|| Utah Unemployment Ins.

Employers

New Hire

w Hire =

i

Choose File | Exce




Uploading an Excel Wage File
continued

[ Utah Unemployment Ins

“@J Utah Agen

Employers

Hello, Br

ontinue:

Plea
First N;
John

Jam

-




Manually Entering Wages

|1 Utah Unemployment Insu

€«

Hello, E

Confirm
Tax Worksheet For

So Employee Wage List

Modify Security Employee Name 2014 Wag 2014 Wages Exce:

Wy, §

Employee Number First Mid 1act Jan 1-Jun Jlul 1 - Sep 30 Jul 1 - Sep 30

4444 MARIA

Contribution Report
1st Month 2nd Month 3rd Menth

@ * Number of Employees 3 :
Total Wages Paid During Quarter
Wages in Excess of $30,800.00
Wages Subject to Contribution
Contribution Rate
Contribution Due
Total Payment Due

Click here to start the report over >>>




Verifying Wage Information

|7} Utah UnemploymentInsu x ¢

Confirm ) Results

Tax Worksheet For:

Employee Wage List

Modify Soc. Security Employee Name 2014 Wages Excess Wages
Employee Number Mid Last Jan1-Jun S Iul 1 - Sep 3

Contribution Report
1st Month 2nd Month
© * Number of Employees 3
Total Wages Paid During Quarter
Wages in Excess of $30,800.00
Wages Subject to Contribution
Contribution Rate
Contribution Due

Total Payment Due

Click here to start the report over >>>




Advantages of Online Filing

Employee information is carried over
from previous quarter

Unemployment Insurance and New Hire .Reportmg

nents~  New Hira™  Claims~
.

Tax Worksheet For: BAGWE.LL ENTERPRISES, L.L.C. (C 5-364617-0): Period: 2014 Q2

': Emplovee Wage List
a

Modify Soc. SMrily Employ

Employee Number First Mi

7840 ORENA F

L

Contribution Report

1st Month 2nd Manth
© * Number of Employees 3 3
Total Wages Paid During Quarter
Wages in Excess of $30,800.00
Wages Subject to Contribution
Contribution Rate ).00 A‘
Contribution Due

Wages in
excess of
taxable wage
base are
automatically
PP R = calculated

Apr1-Jun 30 Apr1-Jun 30

Tax rate and
contributions due are

3rd Month

~==ere gUtomatically
.............. calculated



Making a Paymen

[ Utah Unemployment In:

Employers

@ Future EFT

Period Employer Total Due Payment Method




Making a Payment: EFT

[ Utah UnemploymentInsu % \‘ . B 3

C' | @ https://betajobs.utah.gov/ui/Employer/Payments/PaymentHome.aspx

' Q Employers

Unemployment Insurance and New Hire Reporting

New Hire~ Claims istration = Correspon Admin~ nfo-

[ step 1 JSTETH &€ sclect : E=E9 Confirm ETE) Results
Select Payment Method

Listed below are the reports you have selected to file. You can pay the amount due with either a check (using a payment coupon) or an Electronic Funds Transfer (EFT). Please
select a payment method, verify the amount to pay, and click Continue.

© Future EFT Settlement Dates

Period Emnlovar Tatal Nua Payment Method
w1403 | o EFT
Account Type: @ Routing # © Account # © Account Holder Name: Authorized By: Payment Amount:
Checking v 5
Save this information for future use.
01402 [

qual Opportunity Ci Utah.gov Home | Terms of Use rivacy Accessibility Policy
)13 State of Utsh

Ugb Utah.gov Services Agencies Search all of Utah.gov »

Signin~




Making a Payment: Coupon

[ Utah Unemployment Insu x \‘ . E 3
€« C' | @ httpsy//betajobs.utah.gov/ui/Employer/Payments/PaymentResult.aspx

U@D Utah.gov Services Agencies Search all of Utah.gov »

' Q Employers

Unemployment Insurance and New Hire Reporting

Sign in~

Home T y s Mew Hire C 5 tration - Corresy | - Admin~ nfo

&3 stat & select &5 Payment &I confirm | €D Resus |
Filing Results

Please Note:
The only paper work you need to send to the Department of Workforce Services is your coupon payment.
Please do not mail your contribution report or your wage list.

Print All
Contribution
Reports

Print All Wage Lists

Tl FIny Resull Action

2014 Q3
Report successfully filed. View Wage List Quarterly Report

Fanfirmation H7ANETE A0

Year/Qtr Filing Result Action

2014 Q2
Report successfully filed. View Wage List
Confirmation #7006764811

Return To Tax Reporting Home




Making a Payment: Coupon

UTAH DEPT WORKFORCE SERVICES
UNEMPLOYMENT INSURANCE

140 EAST 300 SOUTH

PO BOX 45233

SALT LAKE CITY UTAH 84145-0233

WEB PAYMENT COUPON

S1,176.24 AMOUNT DUE

2014/3 Quarncr
9/22/2014

42

PLEASE SUBMIT IMMEDIATELY FOR PROPER PAYMENT
Make check payable to: UTAH UNEMPLOYMENT COMPENSATION FUND

«== Do Not Write Below This Line —— For Department Use Only —




Printing a Copy for your Records

Unemployment Insurance and New Hire Reporting

Home Taxv  Payments~ NewHire~ Claims~  Registration~  Correspondence~  Admin~  Info~

Start Select Payment Confirm
Filing Results

Please Note:
The only paper work you need to send to the Department of Warkforce Services is your coupon payment.
Please do not mail your contribution report or your wage list.

MY EMPLOYER
Year/Qtr Filing Result Action
2014 Q3

Report successfully filed.
Confirmation #700677197

Return To Tax Reporting Home

ViEwvage-ListLA\isw Quartery-Remort

/////////
//
///////////‘////



Printing a Copy for Your Records

Unemployment Insurance and New Hire Reporting

Tax~ ‘ayments New Hire »

Wage List

Your wage list for the selected timeframe is displayed below

Back

Workforce Services
Unemployment Insurance
On-Line Wage List Summary Report
KEEP THIS COPY FOR YOUR RECORDS — PLEASE DO NOT MAIL

Ul Employer Account #: |
Employer Name: |
Year/Qtr: 2014 Q3

Totals Wages This Quarter: $574,577.00
Excess Wages This Quarter: $524,755.00
s Listed This Quarter: 3
Date of Report: 9/22/2014

2014 Wages 2014 Wages Excess Wages
Jan1-Jun 30 Jul1- Sep 30 Jul1 - Sep 30

JOHN J SMITH $6,062.00 $6,062.00 $0.00

JAMES M JOHNSO! $12,960.00

MARIA S MARTINE: $10,384.00

Hello, £

Click here to
print the report




15t quarter wages
2"d quarter wages

3'd quarter wages

4t quarter wages

Future Report Deadlines

January through March April 30th
April through June July 315t

July through September October 31°t

October through December January 315t



O

New Hire Reporting

Utah requires that you report new hires within
20 days of the first day worked or rehired (if
60+ day gap in service)

Online filing available




O

Requests for Information

We can’t do it without you. Itis
critical that employers respond to
all requests for information as
quickly as possible.




O

Contact Us
Ul Benefits Ul Contributions Live Chat
801-526-4400 801-526-9235
, Accessible online via
Employer Line: Choose For online filing help, choose jobs.utah.gov
option 1 for English, option 5

option 4, then option 1 Live Chat Box




